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TIME DISTRIBUTION

OVERVIEW

Time Distribution is used as a means to redistribute time charged to a
particular string of chartfields. An employee’s original advanced and
supplemental payroll charges are charged to a default account code,
based on information entered on the Department Budget Table. After
the supplemental payroll, the advanced and supplemental payroll
charges are redistributed according the entries made in the employee’s
time redistribution entry record (this overrides the Department Budget
Table).

Time Distribution is needed for two types of employees: Employees
whose time is charged to various projects based on actual hours worked
in each project; and employees who charge time to the sub-project level
(Activity ID’s, Resource Types, and Resource Categories). All other
employees will not need to be set up in Time Distribution.

Particular earnings codes are set up in the time distribution processing
rules to redistribute time. An earnings code can have either the
earnings, the hours, or both the earnings and hours redistributed. A
table outlining the time distribution process rules for the earnings codes
is provided in Appendix A at the end of the manual.

TIME REDISTRIBUTION ENTRY

Time Redistribution Manual

OVERVIEW

Time Redistribution Entry is a page used to enter chartfields to designate
where an employee’s time is to be allocated. The Time Redistribution
Entry page can be added, updated, or deleted. Once a Time
Redistribution Entry page is added, it is saved as a template and can be
used each month as needed to enter hours to be allocated.
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OBJECTIVES
After completing this section you will be able to:
1. Understand the time redistribution entry page components
2. Create a time redistribution entry record
3. Enter time redistribution detail
4, Add additional time redistribution entry records
5. Find existing time redistribution entry records and enter

employee hours

6. Delete a time redistribution entry record

CREATING A TIME REDISTRIBUTION ENTRY RECORD

To begin the process of creating a time redistribution entry record for an
employee, use the following navigational path: Home>Compensate
Employees>NDS Time Distribution>Use>Time Redistribution Entry.
The following page will appear.

T Shgn Oul

Hame * Compsnesn Emplomes * HOE Tims Dismnbuben = LWes = Time Raodisnlston Bmny Dby WAoo

Tiee Redistribution Entry

Find an Existing Value

Business Unit|
Ceqaimeni: | .
Emplc [

Empl Redpbe [
Piarme: |
[ Casa Senmsitie

Sparch || [ Clear | Basic Evath

A & hes Value

Note: This will be the initial page you will see for all time redistribution
entry transactions.

To add an employee to the time redistribution entry, click on the Add a
New Value hyperlink. The following page will appear.
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Hamre » Corgesreatbe Emaloyess ~ H0S Tme Ciabitaben = Wee = Time Redistnitsten Entry e Wirain v

Time Redistribution Entry
Add a New Value

Buskazs Unit 20100
Depmtwert [201
Enmipli: | T Y
EmplRed ree [0

[T&dd

Ei 1

Enter the employee’s Business Unit, Department, EmplID, and Empl Rcd
Nbr and click —222_| and the following screen will appear.

Homre * Compenagle Emplrees * HOE Tme Dystnbution * Lise = Time Aedsinibeton Emn Heecf¥indos

" Time Redisriction "I

#F Halp

Empieyee Time Fodisinbaetion Record

Emdile TODFSER gl Ao lm: 0 BuginessUni: D700 Department 201 =
Maimgs  FeraonSaly M

Py Grougy PO
Total Hours | ™ Liee Parcam Detibon
Tiennis Bty irnitionn Dotsil

Wenirs  Daganment  ©Toje e :':".: Ef:* w*‘m :T:E*mmm Remf.tm Angniree
1] [ | alf | | | | alf Al alEE]

Bzavs] [ Rsian | e | Lpoattizptay

The EmplID, Empl Rcd Nbr, Business Unit, Department, Name and Pay
Group default in from the employee’s Personal and Job Data record.

Enter the components in the time redistribution entry page as outlined
below and click &5/,
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Time Redistribution Manual

TIME REDISTRIBUTION ENTRY PAGE COMPONENTS

The components on the time redistribution entry page are as follows:

Total Hours

Use Percent Distribution

Hours/Current Percent

Department

Project/Grant

Fund Code

Class Field

Operating Unit

Program Code

Activity ID

Resource Type

Resource Category

The total number of hours to be distributed

Click on for static employees

Hours are input each month for the hours to be
allocated to that particular set of chartfields OR
the percentage of the static employee’s salary to
be charged to that set of chartfields. (The
current percent for all lines must equal a total of
100%.) This field should be left blank for initial
time redistribution entry page setup for allocated
employees.

Required field (4-digit Finance Department)
Optional field (validates against projects module)
Required field (3 or 5 digits)

Required field (5 digits)

Required field (3 digits)

Optional field — most agencies will not use
Optional field (validates against projects module)

Optional field (validates against projects module)

Optional field (validates against projects module)

ENTERING TIME REDISTRIBUTION DETAIL

An employee will be classified as either a static employee or an allocated

employee.
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Horng » Cornersaln Erralyees: = WOG Tires Digriadion » Lics « Tine Rediswibinlon By [HEN AN

Tima Redistibuion "|_

< L 'ﬂy_rr'lu'nr.' ih:dll'n'_-iu;unl'-h_cmu

Enpll: 7007565
Marie; . PemonSall i

Tt Heiens:

e Fid  Clage  Opesatig P Rogmice  RRamic
parcom  PHPAIEOE Rrojecisirom Code  Fehl Ui Coge Ao Tpe Catagery
1[som [0z CTvara] 2/froazs oo B | T3 alf al| al #][=1
1{soma | 100 L] [&jam [[aoi10 | [am ] al aj al +][=]
[ 2 Rafiesh | B )|l lpdatedispiay |

Time Redistribution Manual

Eimpl Fed Wit [ Busissss Wit 0700 Doparnens: 301 =]

A static employee is an employee whose time is distributed as a fixed
percent to one or more set of chartfields.

An allocated employee is an employee whose time distribution is not
static. The allocation of hours fluctuates and is charged to more than
one set of chartfields.

Time Redistribution Entry for a Static Employee

A static employee’s hours are distributed by a fixed percent each month
to the same Project/Grant, Fund Code, Class Field, Operating Unit,
Program Code, Activity ID, Resource Type, and/or Resource Category.
(Fields in bold print are required fields.) To set up their record, click the
Use Percent Distribution box and the employee’s time will be charged
according to the percent distribution of time in the employee’s
redistribution entry record. Once the Use Percent Distribution box is
clicked on, the Total Hours field in the header becomes a non-enterable
field and the Hours field will now be titled Current Percent. Enter the
employees Project/Grant, Fund Code, Class Field, Operating Unit,
Program Code, Activity ID, Resource Type, and Resource Category (as
described below), and the percentage of the employee’s salary to be
charged to that line and save the employee’s time redistribution entry

record. Following is an example of as static employee’s time
redistribution entry page:

i Wyomnisl S Sign Oul

Poy Gremgs PG1
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Time Redistribution Entry for an Allocated Employee

An allocated employee’s hours are charged to various combinations of
chartfields each month. To set up their record, enter each combination of
the employee’s Project/Grant, Fund Code, Class Field, Operating Unit,
Program Code, Activity ID, Resource Type, and Resource Category (as
described below) and save the employees time redistribution entry
record. (Fields in bold print are required fields.) This entry record can
initially be saved without hours — each month you will enter the hours into
this entry. The distribution process will clear out the hour’s fields so they
are ready for the next month’s entry. Following is an example of an
allocated employee’s time redistribution entry page:

o

2 Haoina 2 Warkbsl & Hal S Bign Cuk
Horng = orngenssts Ereloaas = HOETime D tiuan = Lse = Tises Redsiilamion Eby ke Nk o
I|’ Tima Redidrbution )

Eenphaynd Tirme Rodi @7 isnics Recsid

Enmypli; 7007400
s Peraon, Saly W

Tl Heaw 5!

Eaml Rod Mz 0 Emsiness Unr 20100 Degartment: 101 =
Py o PO
7] W Py ot Distribnfisn

Time Redigtnbition Delail o
Howps  Depmmimel Bl E':;: {Hl;':‘ 3:'“" zL':;'J'“" oAy I ?:“ww Eﬂ:::;
| T [FPinzna & [1onza e im | |oe al al| A+ ] =1
| 1030 |Pimaaos Sl |30 ||im 7] a) a| A+ =1

Bloe) [ ERabt |

Time Redistribution Manual

b a3 |l Uprint il |

Adding and Deleting Entry Rows

To enter the employees Project/Grant, Fund Code, Class Field,
Operating Unit, Program Code, Activity ID, Resource Type, Resource
Category and the Current Percent of time to be charged you can do so
by completing the first line of entry. If additional lines are needed you
may insert a new row by clicking the sign. Enter any additional
Project/Grant, Fund Code, Class Field, Operating Unit, Program Code,
Activity ID, Resource Type, Resource Category and the Current Percent
or Hours to be charged to each line of distribution. You may insert as
many lines as needed. Once you have entered all of the information into
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the employee’s time redistribution entry record click B save) (NOTE: The
hours entered must equal the total hours in the header, OR the
percentages entered must total 100%. You will received an error
message when saving if these to do agree. You can go back into the
entry and correct as needed, then save again.)

If a line of entry will not be needed any more, you may delete the row by
clicking the =] sign. You will get a message that asks, “Delete
current/selected rows from this page? The delete will occur when the

transaction is saved.” Click and then 'M. The row will be
deleted.

Note: The account information entered in the time redistribution entry
record for an employee supersedes what has been entered for the
employee in their department budget table (DBT).

ADDING ADDITIONAL TIME REDISTRIBUTION ENTRY
RECORDS

To add additional time redistribution entry records you may click B
or Q4 Retun to Search at the bottom of the following screen:

-

bHomne » Compermate Emoloesss = HOG Time Dizmbulion = Use > Tise Resisir Ensios Emry M e

{1 Wardsi 7 T Sign Oul

[ Tiine Reqrmhman |,

Farpiyree Thnie Redisinibution Becord

Empi; TO07TSER EmplRci b 0 Besiness Unic 20100 Degpaneen; 201 =1
Mamex FPersonSaly M Pay Groups P
Tl Hupier s, [] se Percent Desivinian

Tirnes Pt hition Dietai

Fund  Closs  Omedatin  Progar Reswice Resowce
Her 5 Dmpartaesn  Pyoec O ani Coge  Fiemd Uni Code Aty i Tume Calegmmy
1] [taz0 [FrinEz0 Sffon B B [ [0 | 1] a) [ =]
z |l1021 DO 4y 10024 | |zoi10 ||z | 0B @ 4l al[+] =]
|
|
¥
[ saca) (it o Zaaeh] | natnan | Braal .
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If you click on ‘Eﬂ] the following screen will appear:

-

Huffe = Compansak Empkas = MOS Time Detbafon = ae = i Rl atr Rt Eiviny M iiadcatt

= wnrdial

Time Redistribution Entry
Add a New Value

Buminmes Link| 301 00
Deparment: 301

ErnpiD: TO7588 =
Ermpl Fed Hor IZI_

Al | 44—
Eind an Exigting Yalug

Enter the employee’s Business Unit, Department, EmplID, and Empl Rcd
Nbr and click —2#_| and follow the same process as described above to
add a time redistribution entry record.

. (L Retun to Search . .
If you click on QRetun to Search) following screen will appear:

-

Hore = Cornaenaak Emolrees = MOETing Dighibylion = Wae = Taes Redswiation By Hawindas

Time Redistribution Entry

Find an Existing Value

Biuekesz Lini: | 10100
Department .!lll
EmpiCx

Empl Rca Hon
Hame.

[ ez Seneiive

S:al:hl Clear rw

Al @ e Walus

Search Results

1-B4 5 e
Husiness Ueil Doparimest Ereplill Ernd Rod Mbr Bame
i 100785 Feumon Byt
2000 2 IDOTERT 0 cl i
Zoion 20 TODISAA O Tizaniar Timodlis
20100 i 2007508 0 Loapres Meisss

Click on the Add a New Value hyperlink and when the next page appears
enter the employee’s Business Unit, Department, EmplID, and Empl Rcd
Nbr and click —2¢_| and follow the same process as described above to
add a time redistribution entry.

Time Redistribution Manual Page 8



CONVEC

MAXIMUS N
g State of North Dakota

FINDING AN EXISTING TIME REDISTRIBUTION
RECORD AND ENTERING EMPLOYEE HOURS

To find an existing time redistribution entry record for an employee, use
the following navigational path: Home>Compensate Employees>NDS
Time Distribution>Use>Time Redistribution Entry. The following
page will appear.

-

Home * Comoensale Emploeees = HOE Tre Disroution = Lz = Time Fedisiiiatm Emn [ste hndgsy

€3 Woridiet S Eign O

Tinve Redistributien Entry

Find an Existing Value

Euesinggs Link {201 0
Depadment |31
Ernpil:

Ernpl Rxd Hir |
Hama:

[ casn Bansliva

Sezrrh | [Clear | BaskSoarch

B & Haw Vakes

You may enter a search by Business Unit and also Department,
depending on the nature of the search you would like to do. Click on

and the screen on the following page will appear.
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o

Hoire = Cornpenaale Emplipees « WRETima Disyibytion = Wae = Tame Redssduion Eimry Hawhindirs

Time Redistribution Entry

Find an Existing Value

Bugkess Lini: 3a1an
Department .!lll
EmpiCx 1
Empl R Hor
Mame

[oaze sensiie

Clear | Bask Saich

Add o P alye

Search Results

1-84 w1 g
Hsiness Ueit Dopartmest Ereplill  Ernpd Red Mbr Bame
20100 i TOOTEES 0 L
ki 20 Fietr-ral] GlussSamual
200D im I007SES 0 TminerTinody
2000 201 T00TEES Laamer Melizss

A list of values will be returned. If you click on the first value returned the
following would appear:

-

Horme » Comperein Erplovees = B0G Time Digibation = Lz * Tire Redistesidion By Herwyingo:
I Time Redemouon
Employes Time Aed istnbuton Record
Emphiy; TOOTSEE Eippl cdmi: 0 Busssdsstein 2000 Degoesmean; 500 =
Mame:  PersonSalk W Pay Groms PO1
Tt Howmns; [T Usa Parcest Distiumion
=i bl Clase  Opsrating  Program ] l:qulmte
Hai e Diegunbened  Paajic1GE Cads  Flol st Cada bty I T Caagany
1] [1o20 |FuDDzos Affoor  [zo110 [am [ jna =4 Bl a+]=]
2 [H] FInnz04 A [1o0z+ | [zo1in | (200 [oa a) it Al F =]
Ihu'l gﬂfﬂll'&hﬂ -ll‘urnhﬂ“Flﬁuiowhl.nk\.l:"éhlmﬁ'! Enddl
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oes & OO RS ss B ST A el = TS

Tirre Dk alioe) = Lk = Tisia Radstibintion s [T

Enter the total hours to be entered in the Total Hours field, then enter the
hours pertaining to each line. (Lines can be left blank if the employee
does not need to charge to that line in the current month.) Then click

Bsave)  yoy may then click on 5 NextindList] to enter hours for the next
employee. If you need to return the previous in list you may click

on +Z Pravious in List .

If you would like to enter hours for a particular employee click on
\QiRetumto Search] g following screen will reappear:

F Woridi=t “B Qign Dl

Time Redistribution Entry

Find an Existing Value

Busire== Unit

Cepariment:

EmplC: TO0T e

EmplRed b ||

e

[ aem Sonsitvg

([Eearch } [Ciear ] saste ssarcn

el hhaws Walu g

Time Redistribution Manual

Enter the Empl ID/Empl Rcd Nbr and click on . You may then
enter hours for a particular employee.

You may tab from one field to the next to limit the use of the mouse.

DELETING A TIME REDISTRIBUTION ENTRY
RECORD

To delete an existing time redistribution entry record for an employee,
use the following navigational path: Home>Compensate
Employees>NDS Time Distribution>Use>Time Redistribution Entry.
The following page will appear.
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Home = compsnzale Erplomes = HOE Time Dizibulon = Lizs = Tme Bedisnlston By Peloeiv WA T

Time Redistributian Entry
Find an Existing Value

Busess Uit
Deparrrt [
Empl —
Empl Redrbe[

hiames [
[T Cama Sensitie

i Search ! | Cloar | Basic Besth

i & b Vi

You may enter a search by Business Unit, Department, EmplID, Empl
Rcd Nbr, or Name. Click on search and the following screen will appear.

-

horig = Coenperecala Erpddppee = DG Tene Coalibubon = Lige = T Rtder iR ise Enry Hlerws Wiy

" Tima Reditibuion

i mployes Time Aedis idwion Record

Emnpil; T0ITI6R Fewtfcdibe; 0 Busioess Ui 20000 Deporimese 201 =] <—
Mame: Ferson,Balky W PayGroug: P
Total Hois: || [ Use Percent Dish Basen

Tine Redestaibuiion Defail oA i First 4] 13007 L4 i

Fasd  Class  Opessatng Progron ;. Rﬂnl' E'l‘.lltt
Haunrs Diepatmemt  Progct Grast Code  Fabl Ui Cosda Activity I+ Typa Catagony
| fon |Pronana =) [1o02a faot1o fa |o8 a) | al [+ =]
z [10za FHI204 & oo [[20110 ] [200 I 4 1] Al [F] =]
- E T T (ke | | pritnTizplay |

To delete a time redistribution record for an employee, click on the =]
sign to the right of Department. You will get a message that asks,
“Delete current/selected rows from this page? The delete will occur

when the transaction is saved.” as shown below. Click . Then
cIick[@. The record will be deleted.
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Home * Compsnesds Emplorees = B0E Tire DigkEdion » Lizz » Time Re distbudion Evtry Hirie Wi v
[ Time Redkimnuion

Empioyee Time Aedistnbution Aecond

Emnpii; TO07TS6E Eimp Fedmly; 0 Busassss Ui P00 Degawemesn; 901 =3
Mame: Peson3alk B Pay Gromge PG1
Tstidl Howns; 7] Uso Porcost Diswudion

Tiarve Resclosis ibution 0 edail

1
|

o
| Maire  Depamnen e gony

| |11 |FiiDnz( ol [#][=]

1
L L e
g P ST _“.‘_,H Dot e vz | nedeched rowes Fromn Ehis page? The delsts sl coour mhen the rarsschion s2aved. a Iﬂ .;I

|
‘ o] (o)
1

Beci) | & Updairbiplen|

E
i

ACTUALSREDISTRIBUTION

OVERVIEW

The actuals redistribution pages are the pages that show you how an
employee’s salary was charged out after the time redistribution process.

The navigation to Actuals Redistribution is Home>Compensate
Employees>NDS Time Distribution>Use>Actuals Redistribution.

This will bring you to the following search page, from which you can
access existing values:
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-

Harrs = Camrgsn:ate Emplorssss « R0E Tt Diskation = Ligs « hotuals Redstvinskm ey i ndony

T Hame £ wWarkizt 7 Hap T Bign Cuk

Actuals Redistribution

Find an Existing Value

RN

Py GO ke
Pay Period End Craln: Bl

STy T

Pape #

Ling &

Sepamts Chack®

Papcheck Blunibsr:

EmplEx ToEeG |
FAE

[ s Bemrmitive

[ inciuda Histany [ Comact Hiskang

[Eearch Clar IE.i.iI.LE.'I.I.I:‘:D

Enter a value in one or more of the search fields and click the
button. You can narrow the search by entering as much information as
you can. You can also enter partial values into some fields. The
following screen will appear

EARNINGS, DEDUCTIONS, AND TAXES PAGES

Use these pages to view the actuals redistribution for an employees
earnings, deductions, and taxes. These pages show how an employee’s
salary was charged out for each type of earnings, employer deduction,
and employer tax that is charged to the financial statements. (Leave and
employee withholdings do not appear here.) An example of each of the
tabs/components is shown below:

EARNINGS: (screen shown on next page)
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Hone » Compentab Ermgdayans > MOETima Dembuian = Use > Aeheads Bodictrleson

Eaminps Redisribion

Camgame  MD Py Granp Fial EnllDatee 0331004
off Cyche Pags: 166 Line: T
Cauraitiml Craractad [afe:

Einjuilly;, 70075 Wimpwe; Feison, Saky

Empl Bed Mbr 1]

Eapimsgs Cada;  Ragula Emiings; 454000

Flecatvear: 2004 Pﬂ"'“_"""ﬂ_ gy Eaitiisags: 454900 #1=1
. b Haurs: 18400

Aot 511005 Depmsment; 1020 PrejectiGaant: |[FIID0Z04

Prouduet: Fud Conbee (001 P e il

Class Fesk (30110 Eifilbes Operating iz 201

Ahernate Bt Chipeieid 5

Accmn: Refereioe

Chawtfiahd I Chimiliald 3:

Rcibety 05 |Rnﬂ-|:n Tapaz Rassmco Calageac

@ s (CLRehambo Beown ) | MENestiLEL]  TBPRms inList]

(d 1| B wbaie Hestoen | | o Hstoa s’

Eamiwyz RadiskBubon | Deducian Redisiibuiicon | Tax Redismibuian

DEDUCTIONS:

[ VAR g
o Dediclon Fecislilbidon

Companrg: MO Py 41 ot P Emd [1iges 3100
O Cycle ¥ Page: 188 Line: T
Commcrad Conaciad Date:
Emglllk - 7007566 Mama:  PeEson Sake
e doctars
SaprClik 2 x] Pl Typay Medial Bapedil PR DAEPPO
DedCode: Dl PRO [kl Claggs Hontaahile Salen: Tan Tygus: HOne
Cut et Desduciione 910 AP Sotws; Santba kP
Dstribution nexadll  Frel @ 1o H Lag
Fiocal vem: 2004 Aocoumtng [ Cisf e Dl ction 4BBT0 =1
Perind;
B 516055 s s R 1020 Poafect G | FIDOI04
Product Fund Codes am Pragram Cada:
Cluss Fslk 20110 Bifdlinte Oparating Lt | 201
EReimiats Eidgea Charifakd i
Boomp; Reference
Chariesd 2 Chartiishl &
Bty I 08 Frasamioa Tyjie: il 8 Cale ]

@ ieve)  (CLRehw toSewch] (iBRestinbi| (8 Preskes inlbt) 2

Blrci b teiay] | WcavestHsiay)
Esnirets Aadismbuiion | Cduckion Redistibution | Tad Radlakietion
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TAXES:

Home + S bt Emalo i« HOE T Distiauion « Wea - Achials Fadlsir baSam g SAnde

TGS RedlET Babon, S Oeaeian R SHIBEy, T2 Fedist bt

Compgrrr: PO Pay Grmgc Fizl End Omtec 033113004
Ol Cycle 7 Prape: 105 s T
Carractad Canrectedale:
Emglil: TO0TSES ez PEFSON, SAlly
Sapaiate Chack 5 0 Vax Eifye WS Fedardd AP St
Lecality: Tax Classs DAEDVER St T 20204 Bentin &P
Fisstal e 2004 Acoomding 3 Camnsir Tie! B2 M F=1
Periad:
ReomnmG GE1T0 Deparissnt ] FrofectGrang;  PI00E04 |
i Firiil Conlet; o Pocse i Gl
Clags ek 20110 ARt Opermimg Unt= | 1
AReimats iy Chsai Tl 1:
Aoompt Peference:
Charnlied 2: Charthen 1
Actiaty iC: o8 Pesmnce Type: Resou ce Calegon:
ol ava) (1 Retan b Saarch | hastinLint || £ Prostous it ! 0w e bty | |8 vt Wit |

Earnrags Redisnbulion | Deduction Redislibution | Tas Redisirbuion

These tab/components with be inquiry only.

REPORTS

TIME REDISTRIBUTION ENTRY REPORT

You may run two different types of reports. One is a blank entry form
and the other is for existing employees records. The entry form is
printed with the chartfield lines that currently exist in the employee’s time
redistribution entry record. If you no longer want a line to appear on the
entry form the employee uses to fill out their time you should delete the
line of coding from the time redistribution entry record.

The pay period end date is left blank on the time redistribution entry form
for employees to complete.
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REQUESTING A TIME REDISTRIBUTION ENTRY REPORT

Navigate to: Home>Compensate Employees>NDS Time Distribution
>Report>Time Redist. EntryRpt. Select Add a New Value. If you have

run this report before, you can ‘Search’ or simply enter your ‘Run Control
ID'.

Tiene Redist. Entry RptL

Find an Existing Value

Fewr cantol 10 |
I caseZanste

[Saarch | arch

ekl a Mew valug

‘Run Control ID’ is primarily for technical tracking of processes. We
recommend you simply use your 5digit Business Unit number in that
field, then click ‘Add’. In the future, you may simply enter your Business
Unit in the previous screen and it will recall your ‘Run Control’.

e

Home = Compeneee Ernokees = NOSTime Detmnbigon » Reoo = Times Redbs, B R, blar Wiiraiom

Time Redist, Entry Rot.
Add a New Value

Run Zonird x|
(ki | 4¢————

Eirelon Exizting Vaiug

ke

In the following screen you will enter your 5digit Business Unit and
department number. If you wish to run the ‘Time Redist. Entry Rpt.” for
the entire Business Unit check the all selected box and the report will be
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run for all departments (you will only get results for the Business Units
and departments for which you have security access). Then click ‘Run’.

o

& Homa & vworkdist
Horre = Corgansale Emplieas « MOS Tima DEnbylion = Rapan = T Radist, Eaane i, Pt e e
| e Faisinboton Emy e /
Fles Cmred 10 !u1uy EeoriMananer Frasaborir __Fn |

Eusiness e 20100 |5

Department: 201 [ oot <+—

o ) (R

The following screen shows the parameters for the report and the
*Format defaults to ‘HTM’. The Server Name should be PSNT. You will
need to check the boxes for both reports. If you only need to print one
report then only click that box. The report is formatted to show best in
adobe PDF format, so we recommend you select “PDF’ for the Format.
Then click ‘OK’ and you will be returned to the previous screen.

-

2 Homa 2 Wit S Gign Out
Hima = Corgsngals Emplngees « ROE Time Dislibgtion = Reaog « Ve Reolst, s fg, Hirvs Wllnicos
Process Soheduler Reguest
s ID: frhom P Centred iD; 20100
Sarved Haene: FENT “ Foam Diovbez: Cecyil Bl El
Frecur rence . Fum Time: BI0ASPH
[ — - Regeetin Curmni DamMre |
Epieo Desoptiom Frocess Hame Frocess Type Ty Fomal
[ HREMAGE - blankim sk HDS 628 Gralal Wt = || FOF > ﬂ <—
| 166 - Eafeding Timeshests HOS1es Civatal Welh e | FOF w
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When returned to this screen, click on ‘Process Monitor’ to view the
status of the report running.

-
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At this Process Monitor screen click on ‘Refresh’ periodically until the
Run Status of your report shows ‘Success’ then click on ‘Details’. You
will have 2 reports to print out. One report will show the blank time sheet
and the other report will show the existing time sheets.

-
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Pracese List| Server List
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At the Detail screen, click on ‘View Log/Trace’ to get to the next screen
with the report file name.

B

Harrs = PeogdaTooks « Progsss Wonkor « [nouke = Prsscres sests hashindo

5 Homa ** Hak = S ol |

Process Detail

Istance: 310 e Gt
e NOE1 88 DesCaigilion; MDED16E - Exishng Timashaals

sty Copmtiogd ik 20100
Location: Esrver

BT FSNT a

[Recurrenoe Dﬁ

Preauest Created O OSTREIM B34 26PK COT Paearnghies  Tranehr

[Fusth Al Albad:  ODEZ004 BIDASFMCDT Messaoe Log

BeganProcess &; 0SR20 BI53PRCOT Biatrh Timirgs

Ented Process A CS0AG004 B0 3Pm COT e Loy Trace

0| [Cancel
Click the report name below to view the report. The report name should
end with ‘PDF'.

p Report/iLog Viewer

Instance: 31120 Type: Crystal

Name: MD510166 Run Cntl ID: 20100

Status: Success Submitted By: mhoff

Server: PSIIT Recwrence:

NDS10166 - Existing Timesheets

Message | og 0 bytes Sun Aug 08 20:35:30 2004
DS10166 31120.PD 256390 bytes Sun Aug 08 20:35:31 2004
———

Time Redistribution Manual Page 20



CONVEC

Mﬁus N

State of North Dakota

The report, shown in part below, may be saved wherever you prefer to
store it or printed at your own printer.
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Once you have printed the first report and if you need to print the other
one you will need to go back to the process monitor and click on ‘Details’
on the second report. You will then need to follow the steps above to
view or print the second report.

L ABOR DISTRIBUTION REPORT

The Labor Distribution report show to which chartfields each employee’s
salary and benefits were charged. This report can be run in several
different sort formats.

REQUESTING A LABOR DISTRIBUTION REPORT

Navigate to: Home>Compensate Employees>NDS Time
Distribution>Report>Labor Distribution. Select Add a New Value. If
you have run this report before, you can ‘Search’ or simply enter your
‘Run Control ID'.
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e = Goenfetesy Erglaiag « MOE Tire Coatibiban = Bano « Ll Dt i How Window

£ Homa & Edgn o

Laber Distribution

Find an Existing Value

Feun Sanbol iD:||
[ zese Senstiv

| Search I

deokd g Mew Yalug

‘Run Control ID’ is primarily for technical tracking of processes. We
recommend you simply use your 5digit Business Unit number in that
field, then click ‘Add’. In the future, you may simply enter your Business
Unit in the previous screen and it will recall your ‘Run Control’.

g

Home * Compenznle Empkyes ~ HOS Time Diztribulicn = Eapar * Lelser Dt ution e ifirdaw

Later Distribution

Add a New Value

Aun Conral D¢

T
Fired it Evisting Walua <

In the following screen you will enter your 5-digit Business Unit (you will
only get results for the Business Units and departments for which you
have security access) the Pay End Month/Year that you wish to run and
the Sort Order you would like the report printed by: Fund; Department;
Project, Activity; Project, Resource Type; Resource Type; or Resource
Category. You may only choose one sort order. Then click ‘Run’.
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The following screen shows the parameters for the report and the
*Format defaults to ‘HTM’. The Server Name should be PSNT. You will
need to check the box for the Labor Distribution Report. The report is
formatted to show best in adobe PDF format, so we recommend you
select “PDF’ for the Format. Then click ‘OK’ and you will be returned to
the previous screen.

-

2 Home

Hare » Comrganzaie Emoleses = H0E Time Disnbubion = Bapor = Lebes Distriniion Wi e
Frocess Scheduler Reguast

Usur i0: mhaoft / Fum Coniral i 70100

Seruer Fans RN = FmDaes  PROS2004 1)

IRELL T = A T S1A15PN

e Firie ¥ Fesattn Cumant Db Trne

Eplert Descripton Pracess fams Precess Tyne Ty “Farmat

[ LaborDistibufon ReBon  HODBPRID SO Fepod v | (FOF = Mp———

&

[ [Cancel

Time Redistribution Manual Page 23



CONVEC

MAXIMUS N
g State of North Dakota

When returned to this screen, click on ‘Process Monitor’ to view the
status of the report running:

-
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At this Process Monitor screen click on ‘Refresh’ periodically until the
Run Status of your report shows ‘Success’ then click on ‘Details’. You

will have 2 reports to print out. One report will show the blank time sheet
and the other report will show the existing time sheets.
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At the Detail screen, click on ‘View Log/Trace’ to get to the next screen
with the report file name.
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Click the report name below to view the report. The report name should
end with ‘PDF'.

ReportiLeg Viewer

| Instance: 1M Type: SR Fepact

Tame: HDSFRED Fum Cnd [D: 20100

States: Surcess Submitted By: mhoff

Sorvar: PSMT Eerumrenca:

Labor Dhstnbution Report
0 bytes Sum Aug 08 2102137 2004
67513 Ivtes Surn dug 08 2102158 2004

Message Lo 1593 bytes Sum Aug 08 21:21:37 2004
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The report, shown in part below, may be saved wherever you prefer to
store it or printed at your own printer.
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If you wish to run and print the Labor Distribution Report in a different
sort order you will need to go back to your ‘Run Control Page’ and select
a different sort order and follow the steps above to view or print the
report.
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APPENDIX A

Time Dist Processing Rules

Earnings

Code Description Earnings Hours
S01 Regular Pay X X
02 Temporary Pay X X
S03 Board Member Pay X X
S06 Contract Earnings X X
S07 State Active Duty X X
S10 Overtime at Straight X X
S11 Overtime at 1.5 X X
S12 Overtime a Double X X
S13 Compensatory Time Paid X
S14 Pay Adjustment X
S15 Retro Pay X
S16 Worker’s Comp Adjustment X
S17 Reduction in Pay X
S30 On Call Differential X
S35 Motor Vehicle Allowance X
S36 Meal Allowance Taxable X
S80 Educational Assistance X

Moving Expense X
S90 Reimbursement
91 Moving Expense Reportable X
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